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NTRODUCTION

I

This publication represents the courses scheduled from August 1998 to July 1999. Over fifty
courses are offered between these pages! These were chosen based on the input received
from your Training and Development Plans.

egistration

R

Please review the catalog and identify the course(s) which are appropriate for you and/or your
team. After concurring with your immediate manager, register for the course.

To register for INTERNAL TRAINING, e-mail your request to the Human Resources mailbox. You
will receive a confirmation. All classes will be in New Jersey unless noted otherwise.
For EXTERNAL TRAINING complete the External Training request form, obtain the required
signatures, and send to Gabrielle Ulloa in Human Resources. All external training requests will be
reviewed by Organizational Development and Training (OD & T). You will receive a copy of the
request form when the course is approved and you have been enrolled. All staff attending external
training are required to complete a course evaluation within two weeks after the class. This
evaluation can be found on the Human Resources Intranet (VIC).
For Crisp SELF STUDY of Business Competencies, complete the form on page 31, obtain your
manager's signature and fax to Alfred Saenz at Crisp Publications (650) 323-5800 who will send
the material directly to you.

raining costs/cancellations

T

You will note a course cost reflected with each class. This is to give staff an idea of the cost of
training. Although your team will not be charged for attending a class, your team activity will
be charged if you cancel or do not attend a class for which you registered. Unfortunately, we have
experienced many last minute cancellations and no-shows which have drained training resources
and reduced opportunities for others. Please enroll with the intention of attending the class and
block that time out in your schedule.

raining options/customization

T

Are you looking for a special session just for your team? We are happy to work with you to
accommodate your schedule and your needs. Call OD & T at ext. 3482 or ext. 3831 to discuss
your situation. Most classes can be arranged for our NYC and DC offices with a minimum of 8
participants.

TILL TO COME... Additional courses will be added throughout the year. Watch FastFact and
access the Training Site on VIC for the latest information.
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INDIVIDUAL DEVELOPMENT

BUSINESS COMPETENCIES
The following information is offered to assist you in further developing the AlCPA
Business Competencies. Keep in mind that these are suggestions only, and may
not apply to the work you do. Employees and managers should discuss the
competencies during the quarterly feedback and review sessions to determine how
the competencies relate to their jobs and what steps can be taken to expand a
competency area.

Business Mindedness

Avoiding Sexual Harassment for Managers
Avoiding Sexual Harassment/Legal Issues for Non-Supervisory Staff
CPE Courses
Facilitating for Results
Forward Thinking
Leadership 2000 Series
Legal Issues for Managers
Presentation Skills
Problem Solving/Decision Making

Customer Service Orientation
Expressing Yourself: Presenting Your Thoughts and Ideas
Forward Thinking
Handling Emotions Under Pressure
Moving From Conflict to Collaboration
Proactive Listening
Problem Solving/Decision Making
Service Strategies in a Nanosecond World

Commitment to Quality
Forward Thinking
Performance Management & Appraisal Process
Proactive Listening
Problem Solving/Decision Making
STAR for Job Performance
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Development
Leadership 2000 Series
Performance Management & Appraisal Process
WorkPower

Leadership
Leadership 2000 Series
Leading at the Institute
Team Leadership Series

Leading and Managing Change
Forward Thinking
Personal Strategies for Navigating Change
Problem Solving/Decision Making
WorkPower

Teamwork
Leadership 2000 Series
Team Building
Team Effectiveness Series
Team Leadership Series
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CRISP PUBLICATIONS - Self Directed Study of
Business Competencies
Recommended for all employees. We have an exciting learning venue through
Crisp Publications.
Now you can enhance your skill set in our Business
Competencies through self directed study. Each module consists of four workbooks
and assessment instruments. Upon successful completion of a module you will
receive a certificate of completion. A special certificate will be issued if you complete
all seven modules. You may take the modules in any order, but you must complete
one before ordering a second module. Each module takes about four hours to
complete. Use the enrollment form on page 31 to order the module and fax it to
Alfred Saenz at Crisp Publications (650) 323-5800.

$55 per module

Business Mindedness
The Basics of Budgeting: Virtually every aspect of budgeting - from preparing
income statements and company expense reports, to developing your own personal
plan - is covered.
Goals and Goal Setting: This book teaches the fundamental process for effective
goal setting, both organizational and personal.
Improving Peer Relationships: Information, resources, and influence go from sideto-side in organizations, as well as up-and-down. This book describes how the
information network should connect all the players and how to effectively
communicate in order to complete what needs to be done.
Office Politics: This book addresses both the positive and negative aspects of office
politics. Learn how to confidently and diplomatically respond to unfair situations,
even how to recover from your own political blunders.

Commitment to Quality
The Art of Communicating: This book provides proven techniques for getting and
holding the audience's attention, nine skills to enhance credibility, and discusses
how habits affect communications
Continuously Improving Self: This book helps the reader set and continuously
implement personal quality improvement.
Models and exercises built around
Deming's principles have been developed to stimulate self-awareness and
questioning.
Process Improvement: This book describes the steps to identifying problem areas,
using process flows, considering possible solutions, and determining the right
solution.
Quality at Work: Learn why personal quality standards are essential for productivity
and success, how to establish standards guidelines and apply them on the job.

3

Customer Service Orientation
The Business of Listening: Most of us use only one-third of our listening capacity!
Learn how to expand your listening abilities and become a more effective
communicator.
Calming Upset Customers: Learn how to deal effectively with angry customers,
clients, or colleagues. This approach gives you the ability to work through conflicts
and maintain calm in the work environment.
Customer Satisfaction: How to build trust and encourage repeat business. This
book will show you how to quickly improve customer service skills.
Telephone Courtesy and Customer Service: This guide teaches the importance of
effective telephone techniques and how to correctly identify customer wants and
needs.

Development
Achieving Job Satisfaction: Use this book to determine your own level of job
satisfaction and learn how to make positive changes.
Developing Positive Self-Esteem: Chapters of exercises and proven techniques will
help you overcome fears, risk change, identify and maximize your marketable
strengths, and create a permanent, positive belief system.
Giving and Receiving Feedback: This edition is packed with valuable insights and
suggestions for giving and receiving feedback. Discover how to give meaningful yet
motivating criticism, as well as how to receive critical feedback in a positive and
professional manner.
Mentoring: This manual explains the many styles of mentoring, how to understand
mentee needs and what types of behaviors to practice and avoid.

Leadership
Creative Decision Making - Using Positive Uncertainty: This flexible approach to
decision making uses a combination of both rational and intuitive techniques to
invent the future.
Ethics in Business: This book explains why personal and professional ethics are
essential to success, and helps readers develop and apply them.
Influencing Others:
Exercises and examples provide proven techniques and
strategies to help readers understand their audiences and influence them
accordingly.
Ironing It Out: Written for anyone who needs to resolve conflict, this book illustrates
the practical applications of wisdom, wit, and patience throughout the seven steps to
resolving conflict.

Leading and Managing Change
The Change Navigator: A book for the adventuresome who want to navigate their
way through the uncharted waters of change.
Creativity in Business: Uncover your creative potential and apply to the job by
identifying and breaking through blocks to creativity.
Project Management: Manage any project from initial planning to finalization with
this step-by-step guide to project management. Leads you through timelines,
schedules and follow-up exercises.
Risk Taking: Assess your risk-taking behavior. Learn the decision making process
for modifying and/or improving your risk-taking effectiveness.
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Teamwork
Achieving Consensus: The ability to work together, make decisions together and
implement them is critical for success in group activities. This book offers the reader
a practical approach to consensus building, explaining the concept of consensus,
why it is important and how it fits with other decision making styles.
Team Problem Solving: Step-by-step guide shows you how to rationally confront
issues and how to systematically resolve them. Real solutions prevent recurrent
problems.
Winning in Human Relationships: Written for all who want to create positive working
relationships, the practical exercises in this book help readers develop better people
skills.
Working In Teams: Designed for anyone who works in teams, this guide addresses
such crucial issues as what team membership is, what team roles are, and how to
function effectively as a team. Also covered are the five roles of an effective team
leader, the four functions of team members, and the three Ps of project
management.

CAREER MANAGEMENT
WorkPower
Recommended for all staff.

$200
WorkPower is designed to help individuals design their career strategies for the
future. Participants learn to:
•
Focus on the changing world of work
•
Build an accurate self assessment
•
Determine a precise picture of their reputation
•
Link career goals to the goals of the AICPA
•
Increase their value to the organization while sharpening their own skills and
competencies
• Achieve their goals

September 23
December 10
March 25
June 22

5

9:00 AM - 5:00 PM
9:00 AM - 5:00 PM
9:00 AM-5:00 PM
9:00 AM -5:00 PM

FACILITATING FOR RESULTS (Conducting Effective
Meetings)

Recommended for all employees who lead meetings.
$200

This course gives meeting leaders the skills necessary to effectively facilitate a
variety of meetings. Participants learn practical skills that enable them to lead
meetings that generate productive results by drawing on the knowledge, ability, and
creativity of individual group members. At the completion of this training, participants
will be able to:
•
Plan for a focused meeting
•
Start a meeting by reviewing the purpose, desired outcome(s), ground rules and
agenda
•
Use facilitation techniques to encourage a wide range of views on discussion
topics
•
Explain the difference between meeting process and meeting content
•
Keep the discussion on track while maintaining an appropriate meeting pace
•
Assign action items and make follow-up plans to conclude a meeting
•
Explain how to evaluate a meeting
•
Describe how they plan to use the skills from this unit in meetings they lead

October 1 - 2
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9:00 AM - 5:00 PM

LEADERSHIP 2000 Series
Recommended for all employees.
This series of twelve modules provides a
foundation of one-on-one interpersonal skills, plus the enhanced skills that support
team initiatives, quality improvement, and process improvement efforts. In our team
environment, it is important that all staff develop leadership skills because leadership
is one of our seven key business competencies. Each module is approximately 4
hours long. Please select the modules that meet your needs.

$40 per module

The Leader in Each of Us
Today, organizations face a host of competitive challenges, many of which were not
visible even a few years ago. One of the key approaches for responding to these
challenges is to develop leaders at every level of the organization. In this unit,
participants explore some of the pressures for high performance that characterize
today's workplace, including the need to deliver innovative, high quality products in
shorter and shorter time frames. This unit defines the expanded, flexible role that
individuals in both formal and informal leadership positions must assume in order to
ensure success in a business world in constant flux.

September 8
March 2

1:00 PM-5:00 PM
9:00 PM - 1:00 PM

The Basic Principles for a Collaborative Workplace
Organizations today require a workplace where everyone is willing and able to work
together in new and collaborative ways. Collaboration positively impacts productivity,
quality, customer expectations, and overall organizational performance. This unit
shows how The Basic Principles create a climate where everyone is able to
cooperate, share ideas, and work together for a common purpose. The Basic
Principles provide a set of behaviors for putting an organization's shared values into
practice to develop a strong network of relationships at every level of the
organization.
September 22
March 16

1:00 PM-5:00 PM
9:00 AM - 1:00 PM

Coaching: Bringing Out the Best in Others
This unit gives participants the skills to recognize daily opportunities to coach others
in ways that bring out the best in everyone and maximize performance within the
organization. People learn how to guide, motivate, and support one another to reach
everyone's best level of performance.
October 6
March 30
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1:00 PM-5:00 PM
9:00 AM - 1:00 PM

Managing Your Priorities
As work grows more fast-paced and demanding, people need skills that help them
shift gears smoothly, handle competing priorities, and communicate effectively to
master the complex interactions and hand-offs that are required to do their work.
This unit helps participants build strong, supportive work relationships that increase
overall productivity, even when shifting priorities are a daily reality.

October 20
April 6

1:00 PM-5:00 PM
9:00 AM - 1:00 PM

Influencing for Win-Win Outcomes
Organizations thrive on new ideas, but too many ideas are lost because people lack
the skills to win support for their proposals. This unit provides skills and techniques
participants can use to influence others. Participants learn how to win support for
their ideas by communicating clearly and focusing on results.
November 3
April 20

1:00 PM-5:00 PM
9:00 AM-1:00 PM

Proactive Listening
Good listening skills grow in importance as it becomes less clear what information
will be critical in the rapidly changing global market. This unit promotes a heightened
awareness of how important listening can be and models a variety of verbal and
nonverbal techniques to enhance listening skills. Participants learn to look for
opportunities to listen, make the most of those opportunities, and find ways to apply
what they learn.

November 17
May 4

1:00 PM -5:00 PM
9:00 AM - 1:00 PM

Personal Strategies for Navigating Change
The pressures of competition and technology are changing today's workplace, and
people need skills to deal with often massive changes in how work gets done and
how people work together. This unit presents an approach anyone can use to
navigate change and to develop personal strategies for dealing effectively with
difficult transitions.

December 1
May 18
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1:00 PM-5:00 PM
9:00 AM-1:00 PM

Giving and Receiving Constructive Feedback
The need for organizations to adapt quickly to changes makes feedback to correct
problems and improve processes a critical skill. Participants learn guidelines for
both giving and receiving feedback in positive, constructive ways that help them get
information to the right people at the right time, bring problems to the forefront before
they get out of hand, and build strong working relationships that foster ongoing
learning and mutual respect.
December 15
June 1

1:00 PM-5:00 PM
9:00 AM - 1:00 PM

Giving Recognition
With today's flatter organizational structures, recognition (with peers, managers, and
even those outside the organization) needs to be everyone's job. This unit shows
participants how to acknowledge accomplishments in meaningful, appropriate ways
and how to use recognition as a powerful tool for building strong working
relationships and for motivating others.

January 5
June 15

1:00 PM -5:00 PM
9:00 AM - 1:00 PM

Handling Emotions Under Pressure
The addition of
"Proactive Listening"
and "Moving from
Conflict to
Collaboration" will
greatly enhance the
participant's ability to
apply the skills for
handling emotions.

The occasional expression of emotional behavior is not necessarily a negative thing
— except when it becomes so amplified or recurs so often that it prevents people
from dealing rationally and productively with those around them. An expression of
emotion may be an important cue that something is interfering with a colleague's or
employee's ability to work effectively. This unit provides a process for dealing with
emotions in daily work situations.

January 19
June 29

1:00 PM-5:00 PM
9:00 AM - 1:00 PM

Moving From Conflict to Collaboration
Changes in the workplace are placing new emphasis on the importance of effective
collaboration. Organizations are expecting employees at all levels to work together,
often cross-functionally, to solve problems and make decisions that were formerly
the exclusive responsibility of management. This type of collaborative work can
bring out a new potential for conflict among an increasingly diverse work force,
creating a need for employees at every level of the organization to have the skills to
manage conflict.
This unit gives participants the skills they need to turn
confrontation into opportunities to achieve positive, productive results.

February 2
July 13
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1:00 PM-5:00 PM
9:00 AM - 1:00 PM

Expressing Yourself: Presenting Your Thoughts and Ideas
Great course for
those who want to
"get their
feedtwet," but not
ready for the two
days Presenting
to Groups.

The ability to share knowledge, thoughts, and ideas is the backbone of a learning
organization.
Before an organization can achieve continuous learning and
improvement, employees must be motivated and skilled in expressing themselves
effectively. This unit helps people raise their level of confidence and skill in
presenting their thoughts and ideas.
February 16
July 27

1:00 PM-5:00 PM
9:00 AM - 1:00 PM

TIME MANAGEMENT

How to Increase Your Personal & Professional Productivity
$195
Please note that $80 will be charged back to your team to cover the cost of
the time management planner.

Recommended for all employees.
This course, presented by Eagle International, offers a dynamic, new approach to
time management: self-management! This goal based program will teach you how
to manage your activities so the right things get done first. You will learn better
methods of planning, how to manage projects, the secrets of effective prioritizing,
and goal setting. Each participant receives a complete Eagle Day Planner System.
September 10
January 7
May 6

9:00 AM - 1:00 PM
1:00 PM - 5:00 PM
1:00 PM-5:00 PM

Managing Your Priorities
Recommended for all staff.
$40

As work grows more fast-paced and demanding, people need skills that help them
shift gears smoothly, handle competing priorities, and communicate effectively to
master the complex interactions and hand-offs that are required to do their work.
This unit helps participants build strong, supportive work relationships that increase
overall productivity, even when shifting priorities are a daily reality.
October 20
April 6

DC STAFF

1:00 PM-5:00 PM
9:00 AM - 1:00 PM

Please call - we can arrange for you to attend a public time management session
that contains topics from both of the above classes, including a planner.
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ORAL COMMUNICATIONS
PRESENTING TO GROUPS: Creating and Delivering Compelling
Presentations

LIMITED TO 6 PEOPLE

This workshop is designed by IWCC for people who already have some experience
delivering business presentations. It is suitable for people who give informal
presentations to small groups and for those who are required to address larger
audiences. Participants will be asked to come with a topic for the presentation they
will be delivering in the workshop. They will develop and deliver three presentations
to practice the skills they need to become competent presenters. Video feedback is
used extensively to increase the effectiveness of learning.

$700
By attending this workshop, participants will learn to:
• Assess their existing skill level and set personal improvement objectives
•
Plan their presentations by analyzing their audiences and the requirements of
their presentations
•
Develop their content by focusing on the information that their audiences need
•
Design powerful, attention-getting openings and closings
•
Structure their presentation logically and prepare notes
•
Design, integrate and use visual aids to support their message
•
Deliver their presentations using verbal and non-verbal techniques
•
Handle audience interaction and respond to questions

September 17- 18
9:00 AM - 5:00 PM
December 3-4
9:00 AM - 5:00 PM DC OFFICE
March 11 -12
9:00 AM - 5:00 PM
June 10-11
9:00 AM-5:00 PM

DC staff

Expressing Yourself: Presenting Your Thoughts and Ideas
$40
Recommended for all staff.
The ability to share knowledge, thoughts, and ideas is the backbone of a learning
organization.
Before an organization can achieve continuous learning and
improvement, employees must be motivated and skilled in expressing themselves
effectively. This unit helps people raise their level of confidence and skill in
presenting their thoughts and ideas.

February 16
July 27
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1:00 PM - 5:00 PM
9:00 AM-1:00 PM

Influencing for Win-Win Outcomes
$40
Recommended for all staff.

Organizations thrive on new ideas, but too many ideas are lost because people lack
the skills to win support for their proposals. This unit provides skills and techniques
participants can use to influence others. Participants learn how to win support for
their ideas by communicating clearly and focusing on results.

November 3
April 20

1:00 PM-5:00 PM
9:00 AM - 1:00 PM

PROBLEM SOLVING/DECISION MAKING
Recommended for managers at all levels and employees who participate
substantially in problem solving and decision making within their teams.

$600

Alamo Learning Systems will present AdvantEdge, a 3 day workshop that teaches
four specific thought processes to achieve effective rational thinking. AdvantEdge
develops proficiency in the critical, analytical skills of problem solving, decision
making, problem prevention and situation review. At the conclusion of the training
participants will be able to:
•

•

•
•
•
•

•
•

Identify the differences between reactive and proactive management and the
advantages of the proactive approach
Apply facts, measurements, and differing perspectives in developing solutions
and decisions
Focus energy and resources on important issues by clearly defining priorities
Pinpoint the root cause of problems through fact-based, comparative analysis
Develop decisions and recommendations that emphasize criteria and results, vs.
opinions and emotion
Prepare for and prevent potential problems, as well as take advantage of
opportunities
Coordinate, communicate, and collaborate more effectively through clear,
consistent approaches to problem solving, decision making, and planning
Align/integrate problem solving/decision making skills with quality and
continuous improvement tools and processes
September 14 - 16
March 22 - 24
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9:00 AM - 5:00 PM
9:00 AM - 5:00 PM

WRITTEN COMMUNICATIONS
Writing Internal Correspondence
Recommended primarily for support staff who write letters, memos and E-mail to
people within the Institute. This workshop is presented by IWCC.

$350
Participants will leave this workshop with immediately useable skills for writing
professional letters, memos and E-mail that can be easily understood and acted
upon quickly. You will learn to:
• Write and edit your correspondence quickly and effectively
• Write sentences that are grammatically correct
•
Determine the appropriate content and level of detail that should be put into the
document
• Write concise, to-the-point documents that have a clear purpose and that ask for
specific actions

October 15-16
January 14-15

9:00 AM-5:00 PM
9:00 AM-5:00 PM

Writings Letters and Short Reports
Recommended for staff who write letters and reports on the job. It is ideally suitable
for those who primarily write to their boss, colleagues or committee members within
the AICPA. This workshop is presented by IWCC.

$350

Participants will leave this workshop with immediately useable skills for writing
professional letters and short reports that deliver clear, concise messages. You will
learn to:
• Measure the clarity and effectiveness of your own writing
•
Manage the written communications of others
• Write and edit your documents quickly and effectively
• Write concise, to-the-point letters and reports
• Write in a constructive tone

November 12- 13
February 11 - 12
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9:00 AM - 5:00 PM
9:00 AM - 5:00 PM

SELF-DIRECTED OPPORTUNITIES
AICPA/CPE Self-Study Courses
There are approximately 460 AICPA self-study courses available. See the 1998
AICPA/CPE Self-Study and Video Catalog for course descriptions or contact
Gabrielle Ulloa or Evelyn Grammar to review available courses. To order, complete
the Gratis Requisition form on Infinium (requisition type GRA), replacing 001
(Harborside) with 003 (USCO). As in the past, your team activity will be charged a
nominal fee for this material. CPE Course offerings can also be viewed on the
AICPA Web Site.

Business Competencies through CRISP Publications
We have an exciting new training venue though CRISP Publications. Now, in
addition to classroom training, you can develop your skill through self-study. See
page 31 for more details.

Computer Skills
Video tapes, diskettes, and CD-ROMs for self-study are available in both the NJ and
DC libraries. See the list of available courses on the Library Bulletin Board in the
section names “Video.”

CPE and CEU
•

Every year our Professional Development team arranges for appropriate CPE
courses for AICPA staff CPAs. Please watch for announcements in FastFact
and VIC for upcoming seminars.

•

There are approximately 460 AICPA self-study courses, averaging around 10
credit hours each. See the 1998 AICPA/CPE Self-Study and Video Catalog for
course descriptions or contact OD & T to review available courses. To order,
complete the Gratis Requisition form on Infinium (requisition type GRA),
replacing 001 (Harborside) with 003 (USCO). As in the past, your team activity
will be charged a nominal fee for this material. CPE Course offerings can also be
viewed on the AICPA Web Site.

•

The AICPA offers an average of 35 conferences each year. See the AICPA Web
site for this year's offerings. Send Rachel Dichter an e-mail if you are interested
in a conference and she will register you. Your team activity will be charged $75
per day for attending AICPA conferences. (See Policy #19.16).

•

We also have arrangements with both the New Jersey and New York State
Societies to participate in their conferences, group study classes and courses at
minimum costs.
Check each State Society for a listing of available
opportunities. Send the completed external training request form to OD & T for
processing.
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•

PDG, deliverer of most of our on-site computer training, is an approved provider
of CPE by the NY State Board of Education for Excel classes. Each full day
class is worth 7 CPE credits. Ask your instructor for a certificate of completion
and he/she will arrange to have one sent to you.

•

All Zenger Miller courses (Team Leadership, Team Effectiveness, Leadership
2000 and Facilitating for Results) are available for CEU (Continuing Education
Units) credit with each classroom hour equivalent to .1 CEU. Before taking a
Zenger Miller class, you must obtain the necessary forms from the Zenger Miller
Continuing Education Administrator at (801) 523-5563. After completing each
unit, have the instructor sign the form. The processing fee for each application is
$10.00 and covers 1-5 classes.

INVESTMENT SEMINARS
Recommended for all employees.
No Cost
Charles Schwab, trustees of our 401K, will be providing a series of short workshops
on the topics listed below throughout the year. The first series will be conducted
during the week of September 14. Watch FastFact for the specifics.

Smart Steps To Retirement Planning
Provides the guidelines you need to define your retirement goals, then demonstrates
how to use the investments offered through Schwab to plan for a secure financial
future.

Smart Steps To Mutual Fund Investing
Presents the basics of mutual fund investing and demonstrates how to choose the
mutual funds that may best suit your needs based on your risk tolerance and time
frame.

Smart Steps To Investing
This seminar discusses the basics of investing and presents the pros and cons of
the different types of investments: stocks, fixed-income securities and mutual funds.
The course also helps you define your financial goals, choose an investment plan
and put that plan into action.

Smart Steps To Fixed-Income Investing
This course helps you identify fixed-income investment objectives, learn more about
the difference types of investments and demonstrates how to potentially increase
fixed-income yields in a low interest rate environment.
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Smart Steps To Maximizing Your 401(k)
This course helps you make more-informed decisions about how much you should
be saving for your retirement and how to allocate your savings across investments in
order to balance risk with reward.

Controlling Your Financial Future: How To Increase Wealth,
Decrease Your Debt And Manage Cash Flow
You will learn the basic financial management skills needed to better manage your
day-to-day finances. You will review your insurance coverage, calculate your net
worth, set financial goals based on those values, learn wealth-building techniques,
and create a spending plan.

How To Protect Your Financial Foundation
This workshop helps you further strengthen your financial future by teaching you
ways to maximize your net worth, protect income and wealth from taxes, and
develop an estate plan. You'll learn how to get the most for your money when
purchasing a home, buying or leasing a car, or saving for college or retirement.

How To Invest Your Lump-Sum Distribution
In this workshop, you learn how to deal with one of the most critical situations you're
likely to encounter in your working years: What do I do with a lump-sum distribution?
You'll work through the various tax ramifications associated with rollovers or taking
an early withdrawal, and learn what you will need to save for a secure retirement.

CPR AND FIRST AID
Recommended for all staff. The following will limit your ability to practice some of
the skills presented during the course: emphysema: pregnancy; illness; breathing
difficulties; heart disease; current weeping skin lacerations or blisters on hands or
near mouth: under 90 pounds; respiratory disease.

$100
This course is for those needing re-certification and first timers as well. Topics
covered include: emergency actions principles; airway obstruction; adult CPR;
symptoms of shock; bone & joint injuries; epilepsy & diabetic emergencies;
respiratory emergencies; signals of a heart attack; bleeding control: burns & poisons;
symptoms of a stroke and heat stroke & cold emergencies.

October 8
February 25
June 24
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9:30 AM - 5:00 PM
9:30 AM-5:00 PM
9:30 AM -5:00 PM

SERVICE STRATEGIES IN A NANOSECOND WORLD
Required for all AlCPA staff.
$100
Serving AICPA members, customers and staff in an environment that expects life to
move like a nanosecond is a tremendous challenge, especially when our mission is
striving to exceed member and customer needs. No matter what your job is, we all
serve the customer. After completing this workshop you will leave with an
understanding of:
•
The attributes of a good customer/member service call
•
An assessment of personal strengths and development opportunities in
providing customer service
• The impact of effective listening as a customer confidence builder
In addition, you will be prepared to use the techniques presented in this workshop,
including:
•
Use of non-defensive language
•
Effective paraphrasing confirming the Institute’s commitment to action on behalf
of the caller

September 16
December 16
March 18
June 17
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1:00 PM-5:00 PM
9:00 AM-1:00 PM
1:00 PM-5:00 PM
9:00 AM - 1:00 PM

MANAGEMENT/LEADERSHIP
DEVELOPMENT
System to Accept Responsibility for Job Performance
(STAR)
This course is required for all staff who have supervisory responsibility.
$100

STAR is a performance/discipline system which focuses on building commitment,
self-discipline and individual responsibility for all employees. You will learn how to
recognize and reinforce good performance which is a key component of this system
and effective coaching methods.
STAR will provide managers with effective
techniques for addressing performance issues before they require formal disciplinary
actions.

November 5
March 19
July 29

9:00 AM - 5:00 PM
9:00 AM-5:00 PM
9:00 AM - 5:00 PM

LEADING AT THE INSTITUTE
Recommended for all staff in a supervisory role.
months of assuming a supervisory position.

Required to be taken within 6

$250
What is leadership at the AICPA? How do you "empower" your staff? What is your
leadership style? What communication system works best in your team? In this
two-day workshop, we will examine what it takes to lead at the Institute.
Participants will receive feedback on the Myers-Briggs Type Indicator and a 360°
assessment and create action plans as a result of the course material and feedback.

October 22 - 23
February 17-18
June 2-3
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9:00 AM - 5:00 PM
9:00 AM-5:00 PM
9:00 AM - 5:00 PM

The following courses, described elsewhere in this catalog, are particularly
important for developing management/leadership skills:
Avoiding Sexual Harassment for Managers... page 27
The Basic Principles for a Collaborative Workplace... page 7
Coaching: Bringing Out the Best in Others... page 7
Giving & Receiving Constructive Feedback... page 9
Giving Recognition... page 9
Handling Emotions Under Pressure... page 9
Legal Issues for Managers... page 26
Performance Management & Appraisal Process... page 26
Presenting to Groups... page 11
Proactive Listening... page 8
Problem Solving/Decision Making... page 12
Time Management...page 10
Writing Letters and Short Reports...page 13
WorkPower... page 5

TEAM LEADERSHIP
Recommended for all staff with supervisory responsibility and for team leaders.
Team Leadership gives the participants the understanding and skills they need to
become leaders of successful teams and support our team environment. Overall,
the program helps team leaders master the demanding new role required in
expanding the involvement, commitment, leadership responsibility, and productivity
of teams. The program addresses leadership issues relating to functional, cross
functional, conventionally supervised, and self-managed teams.
This is a
companion to the Team Advantage series. Each module is approximately 4 hours
and can be taken separately.
$40 per module

The Challenge of Team Leadership
This unit examines the reasons organizations of today, including the AICPA, are
moving to teams and the special challenges this shift poses for team leaders.
Participants analyze the forces that are moving them toward teams and discover
how their own approach to leadership must evolve as a result. With this analysis,
leaders develop a personal plan to reshape their own roles for more effective results.
October 13
January 26

9:00 AM -1:00 PM
1:00 PM-5:00 PM

Building A Foundation of Trust
This session helps leaders learn what to say and do to elicit the best efforts from
team members in a world of fast-changing markets, frequent organizational
upheavals, and increasing employee diversity. Participants explore how The Basic
Principles can help them create the sense of trust that teams need in order to be
creative, take risks, and try new approaches at each stage in the team's
development.

October 27
February 9
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9:00 AM - 1:00 PM
1:00 PM-5:00 PM

Launching & Refueling Your Team
All teams need special care and feeding at various points throughout their existence.
This unit consists of 14 tools and techniques leaders can use to get their teams
started and keep them on track. Examples include: preparing a mission statement,
setting goals, evaluating progress, learning from mistakes, celebrating a success,
and disbanding a team.

November 10
February 23

9:00 AM - 1:00 PM
1:00 PM-5:00 PM

Expanding Your Team's Capabilities
Fully empowered teams can handle many tasks and responsibilities once reserved
for supervisors and managers. In this unit, participants master the skills needed to
answer the following questions: How do we prepare teams to take on tasks and
responsibilities that managers and supervisors have been handling? How do we
know when and if these teams are ready for this delegation? What coaching and/or
training does the team need? How do we set up the task so that (1) the team can
really "own" it and (2) it will get done right? How do we "step back in" if we need to.

November 24
March 9

9:00 AM-1:00 PM
1:00 PM-5:00 PM

Helping Your Team Reach Consensus
No team can realize its full potential until it can make complex decisions involving
many players. In this unit, participants discuss when and how to use consensus as
a decision-making method. They practice guiding a team through the consensus
process to reach agreement and gain commitment. Activities include an evaluation
of the team's consensus skills.

December 8
April 13

9:00 AM - 1:00 PM
1:00 PM-5:00 PM

Making the Most of Team Differences
Different approaches among people make life interesting and exciting. Sometimes,
however, these differences can lead to conflict that block team effectiveness. Until a
team learns to appreciate different points of view, it will never be capable of effective
teamwork. This unit helps team leaders acknowledge differences openly and
positively so that the team can be more productive and creative.
December 22
April 27
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9:00 AM - 1:00 PM
1:00 PM-5:00 PM

Forward Thinking
Because the business environment is changing so rapidly, it's important to learn
faster than the competition. This unit presents awareness activities and skill-building
exercises that help participants create a viable, adaptable organization. A key focus
is on helping the team anticipate changes and gain a broader view of factors
affecting the business.

January 12
May 11

9:00 AM-1:00 PM
1:00 PM-5:00 PM

COMPUTER CLASSES
Self Study
Video tapes, diskettes, and CD-ROMs for self-study are available in both the NJ and
DC libraries. See the list of available courses on the Library Bulletin Board in the
section names “Video.”

Accelerated Introduction to Excel 97
Recommended for staff who need to develop and utilize spreadsheets
$80
Prerequisites: Mastery of Windows 95 environment.
Course contents:

Excel Basics and Worksheet Intro
•
Using Excel as a Business Tool
•
Menu Bar & Dialog Boxes
•
Formatting
•
Designing Worksheets
•
Entering Text and Numbers
•
Changing the Display of Your Work

Template Design
•
Using Templates
•
Reusing Sheets
August 13
October 5
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Creating & Editing Spreadsheets
•
Building Worksheets
• Time-saving Functions
•
Creating Formulas for Sums
•
Using Absolute Referenced

Printing Your Work
•
Models and List Information
•
Printing Graphics
•
Special Print Formats
•
Creating Reports
9:00 AM - 5:00 PM
9:00 AM - 5:00 PM

Advanced Word 97
Recommended for staff who are comfortable with basic editing, spell checking,
manipulating text, and working with the Word 97 toolbars, ruler, and menus. You will
build on your skills while learning to customize Word 97 to improve the way it works
for you.

$80
Prerequisite: You must have a mastery of at least 90% of the topics in the
descriptions for the classes “Introduction to Windows 95” and “Intermediate Word
97.” If you are in doubt, please contact Organizational Development and Training for
a self-assessment.
This seminar will focus on the advanced features in Word 97 that have contributed to
making it one of the most powerful word processing packages on the market today.
You will learn how to take advantage of the power of Word 97 to improve the clarity,
accuracy, and visual appeal of your documents. Topics include:

Time-Saving Tools
•
Calculating Columns of Data
•
Navigating Menus
•
Document Retrieval System
•
Glossaries
•
Formatting Techniques
• Templates and Fields
Styles
•
Using Styles to Store Formatting
•
Manipulating Default Styles
•
Developing & Editing Styles

August 26
September 11
October 19
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Introduction to Macros
• Automating Procedures
• Customizing Menus
•
Keyboard Shortcuts
• Customizing the Toolbars

Managing Large Documents
• Tables of Contents and Index
• Outlining Tools
Advanced Desktop Publishing
• Creating Newsletters, Forms, and
Reports
• Using the Windows Interface
•
Linking Spreadsheet Info

9:00 AM - 5:00 PM
9:00 AM - 5:00 PM
9:00 AM-5:00 PM

Applications Specialist
Recommended for all staff who have had training on Word, Excel, or Windows 95
from the PDG staff and have questions on that application.
Prerequisite: Must have attended classroom training with a PDG instructor.

This is your opportunity to receive one-on-one coaching from a PDG instructor on
Word, Windows 95 or Excel. TO SIGN UP FOR THE NJ OFFERINGS,

COME TO THE VIC ROOM ON THE 3rd FLOOR - THE OFFICE
ACROSS FROM THE NJ COMPUTER TRAINING ROOM AND FOR
THE NY OFFERING, COME TO THE COMPUTER TRAINING.
PLEASE SIGN UP FOR A 30 MINUTE SLOT.
August 31
9:00 AM - 5:00 PM -30 minute time slots NY OFFICE
September 17
9:00 AM - 5:00 PM -30 minute time slots
October 12
9:00 AM - 5:00 PM -30 minute time slots

Intermediate Excel 97
$160

Recommended for all staff.
Prerequisite: You must have a mastery of at least 90% of the topics in the
descriptions for the classes “Introduction to Windows 95” and “Introduction to Excel
97.” If you are in doubt, please contact Organizational Development and Training for
a self-assessment.

This 2 day course is designed for those familiar with the basic Excel fundamentals
but who need a formal review of those skills as well as a need to push Excel further.
Course Contents:
Review
Databases
• Worksheet-Building Techniques
•
Managing A Database
•
Custom Formats
•
Sorting Information
•
Quick Commands & Techniques
•
Entering Data with the Datah Form
• Working with Multiple Windows & •
Data Validation
Window Pane Functions
•
Filtering Information

Graphics
•
Chart Wizard
•
Exploding Pie Charts
•
Configuring Charts
• Annotating & Printing
• Adding Objects
•
Using the Data Map

Linking Worksheets
•
How Links Are Created
•
Understanding Link Formula
• Controlling Updates

Sharing Workbooks
• Working with Others
•
Understanding Restrictions

August 20 & 21
October 15 & 16
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9:00 AM - 5:00 PM
9:00 AM - 5:00 PM

Intermediate Word 97
Recommended for all staff.
$80

Prerequisite: You must have a mastery of at least 90% of the topics in the
descriptions for the classes “Introduction to Windows 95” and “Introduction to Word
97.” If you are in doubt, please contact Organizational Development and Training for
a self-assessment.
Designed to move you beyond the basics. Course contents:

Reviewing The Basics
•
Editing & Formatting Skills

Mail Merge
•
Designing
Form
Letters
Databases
•
Building a Mail Merge

and

Effective List Management
• Sorting Tables & Lists
•
Using Ruler & Menus
•
Beyond the Basics with Tabs and
Tables

Using File Manager
• Preview & Retrieve of Files
• Maneuver Through the Operating
System
•
Storing Overview Info
•
Searching

Master Formatting Techniques
•
Using Keystroke Combinations
•
Inserting Date Codes
•
Section Formatting
•
Tip Wizard

Basic Desktop Publishing
•
Creating Newsletters, Forms, and
Instructional Materials
• Using Frame Features

August 18
September 28
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9:00 AM-5:00 PM
9:00 AM - 5:00 PM

Introduction to Word 97
Recommended for all staff.

$80

Prerequisite: You must have a mastery of at least 90% of the topics in the
description for the class “Introduction to Windows 95.”
Course Contents:
Basic Word Processing
• Using the Mouse
•
Keyboard Shortcuts
• Drop-Down Menus & Dialog Boxes
• Creating a Letter
• Word Wrap Features
• Search, Save, and File Management
Features

Setting Up Lists and Tabs
•
Techniques to Manage List of Items
•
Setting Tabs

Proofing Your Documents
•
Spell Check & Grammar Check
•
Find/Replace Options
•
Using AutoCorrect
•
Specifying AutoCorrect Exceptions

Printing Documents
•
Using Print Preview
• Printing Selected Pages
• Changing Page Order of Printout
• Selecting Printers

September 24
October 1

Making Changes
•
Formatting Keys, Ruler, & Toolbars
• Modifying Text
• Changing Margins
•
Reveal Codes
•
Drag-and Drop Editing

9:00 AM-5:00 PM
9:00 AM - 5:00 PM

Windows 95 Overview
Recommended for all staff.
$30

Course Contents:

Modifying the Computer
• Control Panel
•
Modifying the Taskbar
• Modifying the Desktop
• Creating Shortcuts

File Management
•
My Computer
•
Windows Explorer
•
Creating Folders
•
Copying & Moving Files
•
Renaming & Deleting Files
•
Sorting

Printing Resources
Folders
•
•

Using Folders
Creating Folders

•
•

Adding & Removing Documents
Deleting Documents from Folders

September 15
3 Sessions, Choose One
9:00 AM - 11:00 AM
11:15 AM -1:15 PM
2:15 PM - 4:15 PM
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HUMAN RESOURCES DEVELOPMENT
PROGRAMS
Legal Issues for Managers
revised

A required course for every officer, director, manager, and supervisor who
supervises other staff at the AICPA.
$100

This training session will provide each participant with a valuable and necessary
overview of the laws affecting today's employers, managers and the work
environment. Issues to be covered will include: an awareness of the legal limits
placed on employers and supervisors as it relates to their employees; identification
of what is and isn't discrimination under the law; an understanding of federal and
state wage and hour laws; and an understanding of "reasonable accommodation"
and when it is appropriate or required for those with disabilities.
November 18
February 25
May 27

9:00 AM - 1:00 PM
9:00 AM - 1:00 PM
9:00 AM-1:00 PM

Performance Management and Appraisal Process (p-map)
This course is required for all employees.
$50
This course is intended to provide all staff with an understanding of our Performance
Management & Appraisal Process (P-MAP). The objectives of the program are:
• To gain a more in-depth understanding of the AICPA seven business
competencies.
• To provide an overview of the total performance management process
• To gain experience in creating and evaluating: accountabilities and objectives;
generating development plans; and assessing employee performance
October 29
January 20
April 12
July 20
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1:00 PM-5:00 PM
9:00 AM-1:00 PM
1:00 PM-5:00 PM
9:00 AM-1:00 PM

Avoiding Sexual Harassment for Managers
revised

A required course for every officer, director, manager and supervisor who supervises
other staff at the AICPA.
$100
This training session will provide each participant with a valuable and necessary
overview of the laws governing sexual harassment in the workplace. Issues to be
covered will include: legal definition and scope of sexual harassment; review of
recent pending sexual harassment cases; discussion of the intent of the accused
versus the victim; how to avoid behavior that could be construed as sexual
harassment; how to successfully resolve complaints from direct reports alleging
sexual harassment; types of reported sexual harassment and potential
consequences of sexual harassment for you as a manager, and for the Institute as
an employer.

September 24
December 3
March 9
June 14

1:00 PM -5:00 PM
1:00 PM-5:00 PM
1:00 PM-5:00 PM
1:00 PM-5:00 PM

Avoiding Sexual Harassment /Legal Issues for NonSupervisory Staff
revised

This course is required for all non-supervisory staff.

$50

This session will provide each participant with a valuable and necessary overview of
the laws affecting today's employers, managers and the work environment. Issues
to be covered will include: identification of what is and is not discrimination under the
law; an understanding of the basic purpose of the Americans with Disabilities Act
and the Family Medical Leave Act; and an increased awareness about what sexual
harassment is and each one's responsibilities for preventing sexual harassment in
the workplace.
September 24
December 3
March 9
June 14
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9:00 AM - 1:00 PM
9:00 AM - 1:00 PM
9:00 AM - 1:00 PM
9:00 AM -1:00 PM

TEAM PERFORMANCE PROGRAMS
Team Building
This course is designed for either existing teams or newly formed teams and can be
customized to meet your needs.

$30

Through a series of fun exercises and class discussion, participants will be able to:
•
Identify group norms
•
Formulate ground rules for their team
• Recognize the power of group decision making
•
Identify the stages of team development
•
Understand the role of an effective team member

CALL TO SCHEDULE YOUR TEAM!

TEAM EFFECTIVENESS Series
Recommended for intact teams, including day-to-day teams, segment teams,
implementation teams and task teams.
The Team Effectiveness Series of 6
modules gives individuals the understanding and skills they need to become
members of teams in which everyone shares responsibility for the team's
performance. The program helps team members master the demanding new roles
required in organizations like the AICPA that want to expand the overall authority,
decision-making responsibility, and involvement of employees. Teams can take the
whole series, or select the modules they need.

$40 per module

CALL TO SCHEDULE YOUR TEAM!

28

The Team Advantage
In an overview of the team-oriented workplace, participants look at different kinds of
teams organizations are creating and explore how teams help organizations meet
today's competitive challenges.

The Basic Principles of Teamwork
Participants explore how The Basic Principles can help them learn from their
mistakes, share information, deal with change, and build a spirit of teamwork.

Keeping Your Team on Course: Tools and Techniques
Helping a team accomplish its mission and goals is the responsibility of all team
members - not just the team leader. This unit provides 12 tools and techniques that
help team members guide the course of the team as it faces a variety of challenges.
Examples include using a team formation checklist, balancing the workload, listening
for common ground, avoiding group think, and orienting new team members.

Playing a Vital Role in Team Decisions
This unit shows participants how to take an active role in making team decisions. It
encourages team members to take a win-win approach and to work with the team to
decide the best course of action. Using the Key Actions will help ensure that all
team members are clear about the decision the team is facing, the methods team
members will use to reach the decision, and the information other stakeholders will
need in order to support the decision.

Developing Team Plans
Participants learn to analyze assignments and projects, develop well-thought out
plans, anticipate obstacles they may encounter, and seek alternatives for handling
contingencies. This unit develops the analytical and interpersonal skills necessary
for handling any team assignment.

Raising Difficult Issues With Your Team
This unit helps participants bring difficult issues to the surface in a way that builds
trust and strengthens team members' ability to work together.
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Opportunities for College Credits
The courses listed below can be taken for college credit. Through an arrangement with the course designer,
Zenger Miller or IWCC and the American Council on Education (ACE), these courses have been judged
to be of college level. ACE evaluates courses delivered in business and industrial settings. Their
recommendations have been accepted by more than 1200 universities, including some of the most
prestigious in the world. Since colleges do not accept courses for semester credit of less than 15 hours of
in-class time, the Zenger Miller and IWCC courses have been put into groups of courses with at least 15
hours of in-class time.
The courses are set up for specific credits and cannot be interchanged. If you want to take these courses
for potential college credit, you must do the following:
•
Contact the administrator for registration forms and information. For Zenger Miller call (801) 523-5563:
for IWCC contact the class instructor who signed the letter in your pre-work package. You must do this
before you take the first class
•
Follow the instructions provided by the course designer. Zenger Miller and IWCC use different
processes.

THE ZENGER MILLER COURSES:
Facilitating Successful Teams -1 semester hour
•
Facilitating for Results
•
Helping Your Team Reach Consensus
•
Making the Most of Team Differences
•
Forward Thinking

Team Member Skills - 2 semester hours
• The Team Advantage
• The Basic Principles of Teamwork
• Keeping Your Team on Course
•
Playing a Vital Role in Team Decisions
• Developing Team Plans
•
Raising Difficult Issues with Your Team

Facilitating for Results - 1 semester hour

Enhancing Performance for Managers and
Others -1 semester hour
•
Coaching: Bringing Out the Best in Others
•
Giving and Receiving Constructive Feedback
•
Giving Recognition
•
Managing Your Priorities

Exercising Influence in a Changing Environment
- 1 semester hour
• Influencing for Win-Win Outcome
•
Personal Strategies for Navigating Change
• Proactive Listening
• The Basic Principles for a Collaborative
Workplace

Individual Leadership Strategies for the New
Millennium -1 semester hour
•
The Leader In Each of Us
•
Expressing Yourself: Presenting Your Thoughts
and Ideas
•
Handling Emotions Under Pressure
•
Moving From Conflict to Collaboration

THE IWCC COURSES
Effective Business Communications - 2 semester hours
•
Writing Internal Correspondence OR Writing Letters and Short Reports
•
Presenting to Groups
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AICPA
American Institute of Certified Public Accountants

ENROLLMENT FORM
Fax this form to Crisp Publications at:
1 (650) 323-5800
Attention: I Alfred Saenz
for prompt processing.
Please send me the following module:
Note: You may take the modules in any order, but only one
at a time.

Business Mindedness
Customer Service Orientation
Commitment to Quality
Development
Leadership
Leading and Managing Change
Teamwork

Please print legibly and boldly!
Name:
_________________ _____________________________________
Address:

City:

State:

Zip:

Phone:
Supervisor's Approval:

___________________________
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CALENDAR OF TRAINING
Accelerated Intro to Excel 97
Advanced Word
Applications Specialist
Avoiding Sex Harassment/Mgr
Avoiding Sex Harassment/Legal
Issues for Non-Supervisory Staff
Basic Principles for a
Collaborative Workplace
Building a Foundation of Trust
Challenge of Team Leadership
Coaching
CPR & First Aid
Expanding Your Team’s
Capabilities
Expressing Yourself
Facilitating for Results
Forward Thinking
Giving & Receiving Feedback
Giving Recognition
Handling Emotions Under
Pressure
Helping Your Team Reach
Consensus
How to Increase Your Personal
& Professional Productivity
Influencing for Win-Win
Outcomes
Intermediate Excel 97
Intermediate Word 97
Introduction to Word
Investment Seminars
Launching & Refueling Your
Team
The Leader in Each of Us
Leading at the Institute
Legal Issues for Managers
Making the Most of Team
Differences
Managing Your Priorities
Moving From Conflict to
Collaboration
P-MAP
Personal Strategies for
Navigating Change
Presenting to Groups
Proactive Listening
Problem Solving/Decision
Making
Service Strategies in a
Nanosecond World
STAR
Windows 95
WorkPower
Writing Internal Correspondence

Writing Letters and Short
Reports
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